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ABSTRACT

A MODEL EMERGENCY PREDAREDNESS HANDBOOK
FOR SOUTH KITSAP HIGH SCHOOL

By
Bennie Monroe Brumfield
May, 2002

The purpose of this project was to develop a model Emergency
Preparedness Handbook for South Kitsap High School, Port Orchard,
Washington. To accomplish this purpose, a review of current literature and
research regarding emergency preparations was conducted. Additionally,
related information/materials from selected sources was obtained and
analyzed.
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CHAPTERl

BACKGROUND OF THE PROJECT

Introduction

"The value of an emergency plan comes in being prepared to use it,
and one way to prepare is through drill. Drills are a common sense
approach in preparing for worst case scenarios." (Washington Post,
September, 1999)
As noted in the above statement, emergency preparedness planning

has become an essential component of public awareness. The focus should
be on the development of a plan rather than waiting for a reaction to a
problem.
The Kitsap County Department of Emergency Management Guide,
(2000), has emphasized that the foundational components of a healthy
school environment should include emergency planning and preparedness
components which require schools to have sound preparedness addressing
emergency situations that may arise during a school day.
The Incident Management Team Manual (IMT) (2000), published by
the Kitsap County Department of Emergency Management has provided
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baseline information for planning and implementing school safety plans in
Washington State. The IMT manual has provided a comprehensive
approach for responding to potential school emergencies. Through the use of
this guide, current research, and other school plans, South Kitsap High
Schools' Emergency Preparedness Handbook was revised and updated to
provide a comprehensive approach to disaster situations that may occur.
School personnel and students need to be able to respond in an efficient
manner at the onset of any crisis.

Purpose of the Project
The purpose of this project was to develop a model Emergency
Preparedness Handbook for South Kitsap High School, Port Orchard,
Washington. To accomplish this purpose, a review of current literature and
research regarding emergency preparations was conducted. Additionally,
related information/materials from selected sources was obtained and
analyzed.

3

Limitations of the Project

For purposes of this project, it was necessary to establish the
following limitations:
1.

Research: The research summarized in Chapter 2 was limited
primarily to research conducted with in the past ten (10) years.

2.

Scope: The Emergency Preparedness Handbook was designed
to serve the needs of administration, faculty, and a student
population of approximately the 2,500 at South Kitsap High
School.

3.

Target Population: The model handbook was designed for use
with students enrolled in grades ten through twelve at South
Kitsap High School.

4.

Location: The handbook has been designed to meet facilities,
building and location needs unique to South Kitsap High
School, Port Orchard, Washington.

Definition of Terms

Significant terms used in the context of this study have been defined as
follows:
1.

Area Supervisor*: A person m charge of an assigned evacuation
location.
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2.

Command Post*: The location where the Incident Management Team
directs the response to an emergency/crisis situation.

3.

Emergency Preparedness Handbook: A reference tool designed to assist
administration and faculty in managing a potential crisis.

4.

Emergency Response Team*: A team of predetermined staff responsible
for completing a portion of the response effort in the event of a crisis.

5.

Incident Management Team*: A team in charge of an emergency that
can evaluate the situation and activate the command post to coordinate
emergency activities as needed.

6.

Primary Locations*: A predetermined meeting area for Emergency
Response Teams.

7.

Revised Code of Washington (RCW): Laws enacted by the Washington
State Legislature.

8.

Washington Administrative Code (WAC): Administrative rules adopted
by the Washington State Board of Education.

*Source: Incident Management Team (IMT), A Manual for Kitsap County
Schools 2000/2001

CHAPTER2

REVIEW OF RELATED LITERATURE

Introduction

The review of literature and research summarized in chapter two was
organized to address:

1. The Revolution in Emergency Preparedness: Background
Information
2. Legal Implications and Liability

3. Hazards Common to School Buildings and Expectations of Staff
and Students
4. A Review of Selected, Exemplary Emergency Guidelines
5. Summary

The research addressed in Chapter 2 was identified through an
Educational Resource Information Center (ERIC) computer search.
Additionally, related information was obtained from the Internet, other
school districts, and the Common School Manual, 2000.
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The Revolution in Emergency Preparedness:
Background Information

In an article in Education Week (2001), entitled "Scrutiny for Safety
Plans Urged," Robelen urged that administrators must do all possible to
make certain schools continue to be one of the safest places for children.
Robelen's article emphasized the need to address the following questions
regarding school security:

1. What actions have been taken to help schools draw up emergency
plans and procedures?"
2. Have any steps been taken to determine if states have adequately
addressed measures to help schools prepare such plans and
procedures?"
According to Smith (2000), schools in California have had a long
history of disaster preparedness. This authority indicated that "drop drills"
are regularly in use and are equally effective against earthquakes and armed
assaults. With the "drop" command or alternating long and short bell
signals, pupils fall to the ground or squat under their desks and stay there
until the single, long "all clear" bell tells them it is now safe to move about.
Smith recalled a story told by Steven Avella, 49, who described "Red Alert"
drills used at his elementary school in Orangevale, California, during the
1962 Cuban Missile Crisis. Eleven years old at the time, Avella was
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assigned to close the heavy gray curtains in his classroom and to prop
textbooks against the hem "so we would be protected against flying glass."
Eyes closed against the prospective atomic flash, he would crawl beneath his
desk and silently pray the Act of Contrition, seeking forgiveness. "I was
utterly terrified," said Father Avella, now a Roman Catholic priest.
Smith also described a story told by Marty Mathieson, retired school
teacher, now 88 years old who recalled how school safety became a major
concern in California during World War II. Civil-defense classes became
mandatory as Californians readied for a post-Pearl Harbor submarine or
aircraft attack. Teenage students learned how to douse the lights and take
cover when the air-raid sirens sounded. Many schools had armories and
shooting ranges where students practiced firing .22-caliber rifles. Said Mr.
Mathieson; "We were pretty well prepared".

In a 1994 article published in The Executive Educator entitled "When
Crisis Strikes," Caudle cited the following examples of emergency incidents
that school administrators must be prepared to cope with:

•

In one elementary school, a student brought a can of pepper spray to
school and sprayed the contents in the classroom. The results: 40
students and staff members had to be rushed to the hospital.
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•

A middle school student brought a gun to school to show his
classmates. While the boy was wrapping his jacket around the gun,
the firearm accidentally discharged, injuring a fellow student in the
next classroom.

•

A home made pipe bomb exploded on a school bus when the timer on
the bomb malfunctioned; it had been set to go off when the bus was en
route to school, injuring more than a dozen students.

•

A high school student went into his house to get his gun when he and
his brother became involved in a fight. The boys' mother tried to
confiscate the gun and, during the struggle, the gun accidentally went
off, killing one of the boys. The school had to provide grief
counseling for the entire school."

According to Ryan (2001 ), the scariest thing children face may not be
violence, but the safety drills that protect them from it. This authority
described how, when Mark Lawler, 5 years old, returned home from his
Guilderland, New York, elementary school one afternoon last year, his
mother, opened his backpack, as usual, to look for notes from his teacher.
She was shocked to find one from the school informing parents that a bomb
threat had occurred that day. School officials had assembled the students in
the gym while police scoured the school with bomb-sniffing dogs to make
sure it was safe. The children had to sit in silence for 85 minutes until it was
all over. "My first thought was, Not in my school district! Not in my town!"
recalled Mrs. Lawler. "The next day that I had to put him on the bus was
very hard. What am I sending him off to? I no longer have the same trust I
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felt before getting that note." According to the most recent statistics from
the U. S. Department of Education and the FBI, children are far more likely
to come to harm away from school grounds than on them. Despite tragedies
such as that which occurred at Columbine High School, and media attention
concerned with issues of school violence, the fact is, schools are safer now
than eight years ago. But the problem is, neither kids nor parents feel safe.
According to the Federal Emergency Management Agency (FEMA,
1993), anxiety generated during a crisis situation can pose difficult problems
for School Administrators. As stated by FEMA sources, "adults will need to
cope with disaster in a way that will help children avoid developing a
permanent sense of loss." In a disaster, children look to adults for help. How
an adult reacts to an emergency gives them clues on how to behave. If an
adult reacts with alarm, a child may become more afraid and may see fear as
proof the danger is real. The Columbine High School shootings caused not
only a tremendous amount of physical damage, but emotional damage
caused by an atmosphere of"crisis anxiety". Schools must have plans in
place so that intervention can divert a crisis. When events such as the
Columbine High School tragedy strike a campus, school officals and
students must respond approprately to minimize the damage, both physical
and psychological.
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Legal Implications and Liability

According to Hind (1993), state laws have clearly placed legal
liability and responsibilities on local school boards and administrators for
students' safety and well being.

As cited in the Revised Code of Washington (RCW) 28A.305.130(11):
By the rule or regulation promulgated upon the advice of the chief of
Washington State Patrol, through the director of fire protection,
school districts shall provide for instruction of pupils in the public and
private schools carrying out a K through 12 program, or any part
thereof; so that in case of sudden emergency they shall be able to
leave their particular school building in the shortest possible time or
take such other steps as the particular emergency demands, and
without confusion or panic; Such rules and regulations shall be
published and distributed to certified personnel throughout the state
whose duties shall include a familiarization there with as well as the
means of implementation there at their particular school. Common
School Manual, State of Washington (2000)
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The entire sections of the Washington Administrative Code (WAC)
180-41 regarding Pupil Safety; has further emphasized the need for
emergency preparedness as follows:
It shall be the responsibility of school district boards of directors and

governing bodies of private schools, respectively, (1) to provide for
the instruction of pupils and develop specific plans and procedures for
their school consistent with the rules and regulations hereinafter on
WAC 180-41-020 through 180-41-040 set forth and in accordance
with guidelines to be provided by the superintendent of public
instruction and (2) to ensure compliance with the plans and
procedures for the sudden evacuation of a school building may vary
according to the situation, circumstances and/or conditions existing on
a particular school or school system.
According to Kitsap County Department of Emergency Management
guide all of the above legal provisions and regulations regarding emergency
preparedness in school buildings have helped ensure a safe learning
environment for all students and staff. Without these minimum
requirements, children and adults' lives might be risked on any school day.
It is imperative, however, that these provisions serve only as a minimum.
School district personnel cannot depend only on provisions taken to ensure
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safety. WAC's and RCW's have been written in a way that give flexibility
to school personnel to create plans that fit their unique building and staff
situations.

Hazards Common to School Buildings and
Expectations of Staff and Students

Risk management is a major goal in making schools safe. It involves
identifying non-structural hazards as well as taking necessary steps to reduce
the risk from such hazards. According to the California Earthquake
Education Project (CALEEP, 2001), the ten hazards most commonly found
in school buildings are:
1. Glass that shatters or "flies" inside classrooms, halls, or stairways.
2. Objects that restrict people from moving to a safe place (books on the
floor, tipped objects, broken glass, or open doors restricting movement in
hallways)
3. Objects set on wheels (storage cabinets, carts, or pianos).
4. Objects stored above head level (unused projectors, books, science
equipment).
5. Cabinets without latches or latches which are not in use.
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6. Open shelving without a shelf lip or restraining wire (chemical storage,
food storage, or custodian supply storage).
7. Freestanding cabinets (used for storing books, musical instruments,
athletic equipment, or chemicals).
8. Exits that might be blocked (doors which swing inward or unbolted
storage that could tip over to block exits).
9. Objects in hallways that hinder movement (tables, desks, storage which
takes up hallway space).
10.The location of people with respect to earthquake hazards (students
sitting near large windows with open shades, teachers seated under movie
screens or in front of unlocked cabinets).
According to the Washington Emergency Management Agency
(WEMA, 2000), during an emergency, each member of a school faculty
should instruct occupants of the classroom not to take personal items with
them if an evacuation is necessary. When each drill is performed or an
actual emergency has occurred, the faculty should take his/her grade book,
turn out all lights, and lock the classroom doors. Staff should exit the

building with their class and go to an assigned area, take attendance, write
down names of any unaccounted students, and also write down any extra
student(s) that may end up with their group. Area leader should take
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attendance and wait for instructions from a command post. Once released,
each area should move to an open area such as football field choosing the
safest, most logical path.
According to J. L. Gibbon (2000), a Davis County, California School
District Official, during an emergency each staff member shall:
1. Keep informed about the Emergency Preparedness Plan of the school.

Know the part they play as a faculty member and accept their
responsibilities under the plan.
2. Keep emergency information and class attendance book/list available at
all times during an emergency.
3. Integrate recent and pertinent emergency procedures as part of daily
learning activities.
4. Serve on one (1) of the eight- (8) emergency response teams.
5. Learn survival techniques and be prepared to assume responsibility for
student care under emergency conditions.
6. Know the whereabouts of his/her assigned students at all times. Use a
roster/checklist to account for all students.
7. Be aware of the characteristics of"panic" and know some of the
techniques for controlling of students.
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8. Know where students are to go and what they are to do depending on the
nature of the emergency.
9. Make special provisions to assist handicapped students in evacuating the
building. Teach students to use a chair carry and to use it only under the
direction of the teacher.
According to J. L. Gibbons (2001), Coordinator for the Davis County,
California School District, each staff member expectations during an
emergency shall include the following:
1. Make every effort to maintain a disciplined reaction to emergencies.
2. Obey all directions from the teacher.
3. Exit the building in an orderly manner in a single file line.
4. Assist the members of the class that have handicaps.
5. Know appropriate actions to be taken when they arrive home.

A Review of Information Obtained from Selected Sources

Four (4)-selected schools were contacted and invited to submit
information descriptive of their emergency preparedness plans and
procedures. Schools contacted included:
1.

Auburn High School, Auburn, Washington
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2.

Carmel-Clay School Corporation, Carmel, California

3.

John Sedgewick Jr. High, Port Orchard, Washington

4.

Thomas Jefferson High School, Federal Way, Washington

An analysis of information obtained from the above schools revealed

that four (4) characteristics were generally common to all emergency plan
systems;
1.

Evacuation:
Each plan addressed evacuation procedures, accountability
procedures, and earthquake procedures.

2.

Resources:
Each plan emphasized the need for adequate emergency
preparedness resources available throughout the year, as well as
the need for periodic checking of equipment to guarantee its
effectiveness in an emergency.

3.

Communication:
The need for maximum communication with students, parents,
and community members in the event of an emergency.

4.

Staff and Student:
Emergency preparedness should be designed to delegate
responsibility to both staff and students.
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Each of the four plans provides a different model that in turn
encourages a more comprehensive approach to emergency planning.
The Auburn School District's Emergency Organization Plan contained the
operation of the district-wide emergency teams. It also provided the
template for many school site emergency response procedures. Furthermore,
it provided the forms to use in the event of an evacuation and subsequent
release of students. The plan addressed the evacuation procedures,
accountability procedures, and earthquake procedures, but did not address
any other types of emergencies that could occur in the course of a school
year.
The Carmel Clay School Corporation's Crisis Management Plan was
a district wide plan that covered the procedures for a generic crisis response.
It also contained different prepared statements that dealt with several
incidents that could occur on a school campus. The statements were written
for an administrator to read over the public address system following a
school-wide crisis. The plan also contained letters to send home informing
parents about a crisis that had impacted the school. Similar letters are found
in the Auburn School District Emergency Organization Plan. At the
conclusion of the Carmel Clay plan was a list of books for children and
adults that would be helpful in the debriefing effort following a school crisis.
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The John Sedgewick Junior High School plan provided a checklist for
emergency preparedness to ensure that adequate resources and equipment
are available throughout the year as well as the need for periodic checking of
equipment to guarantee its effectiveness in an emergency. John
Sedgewick's plan also provided a model for a secondary evacuation site in
the event that an evacuation lasted for an extended period of time. A
secondary site allows for the effective, efficient, and controlled release of
students to a reunion site in the event that the building cannot be reoccupied.
The final plan that was reviewed was the Thomas Jefferson High
School Emergency Evacuation Plan (2002). The plan was obtained through
the contact and interview of Monica Watchie, Coordinator at Thomas
Jefferson High School in the Federal Way School District. The Emergency
Plan consists of procedures and the process for evacuating nine different
buildings involving six response teams. The uniqueness of this plan is the
main involvement by the students at Thomas Jefferson High School. The
plan utilizes staff and students alike.

An important resource that the author of this project used to review
and revise the South Kitsap High School Emergency Preparedness
Handbook was the Comprehensive All Hazard Planning Guide and Model
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School Plan for Washington State Schools (2000). The plan was developed
by a joint partnership between the Washington State Emergency
Management Division and Kitsap County Emergency Management. The
plan is expected to become the baseline for all emergency plans in the state.
At South Kitsap School District-wide emergency planning meetings during
these past few school years, members of the committee were instructed to
use the Comprehensive All Hazard Planning Guide and Model School Plan
for Washington State Schools as a minimum baseline for each school
building's emergency plan. Each building was responsible for tailoring the
state plan to fit the uniqueness of their staff, students, and geographic
location.

Summary

The review of literature and research summarized in Chapter 2
supported the following themes:
1. Anxiety generated during a crisis situation can pose difficult
problems for school administrators.
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2. State laws have mandated that school districts take responsibility
for developing specific plans and procedures for dealing with
emergency situations.
3. Risk management involves identifying potential hazards as well as
taking steps to reduce risks from such hazards.
4. An analysis of information obtained from selected sources revealed
that four (4) characteristics of emergency preparedness plans were
common to all, including: Evacuation, Resources, Communication,
Staff and Student responsibility.

CHAPTER3

PROCEDURES OF THE PROJECT

Introduction

The purpose of this project was to develop a model Emergency
Preparedness Handbook for South Kitsap High School, Port Orchard,
Washington. To accomplish this purpose, a review of current literature and
research regarding emergency preparations was conducted. Additionally,
related information/materials from selected sources was obtained and
analyzed.

Chapter 3 contains background information describing:
1.

Need for the Project

2.

Procedures of Project

3.

Planned Implementation and Assessment of the Project
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Need for the Project

The need for the project was influenced by the following
considerations:
1. The writer (Bennie Brumfield) Dean of Students at South Kitsap
High School since 1976, had become increasingly aware of the
need for current emergency management procedures to deal with
potential crises and hazards inherent in a school of two thousand
five hundred students.
2. Increased awareness of potential emergency risks and dangers in a
large school setting caused the writer to undertake in-depth
research on the subject of emergency preparedness and procedures.
3. The writer was further aware of the state of Washington legislative
mandate requiring school districts to develop and maintain current
emergency preparedness plans and procedures.
4. The existing emergency preparedness handbook at South Kitsap
High School was deficient and out-dated.
5. Undertaking this project coincided with the writer's graduate
studies in Educational Administration at Central Washington
University.
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Procedures of the Project

The design and development of an updated South Kitsap High School
Emergency Preparedness Handbook involved a process of participation by
many that evolved in three phases over a two year period from 2000-2002.
Phase 1: Mr. David Colombini, Principal at South Kitsap High
School, organized an Emergency Planning Committee for the purpose of
creating a comprehensive, crisis response handbook. Committee members
included: Associate Principa~ Bryan Holt; Health Teacher, Janis Hewit; and
the writer.
Phase 2: Throughout the remainder of the 2000 school year
Emergency Planning Committee members engaged in a series ofinformation
gathering activities, which included attendance at the following conferences,
school visitations, and workshops:

Activity
October 2000

Kitsap County Emergency
Preparedness Conference, Bremerton,
Washington

March2001

North Kitsap High School Visitation,
Poulsbo, Washington

24

March2001

Kitsap County Emergency
Preparedness Workshop, Bremerton,
Washington

October 2001

Kitsap County Emergency
Preparedness Conference, Bremerton,
Washington

November 2001

Thomas Jefferson High School
Visitation, Federal Way, Washington

Phase 3: During June 2000, the writer was charged by Principal
Colombini with the responsibility for integrating the work of the Emergency
Planning Committee into a final emergency preparedness handbook for
South Kitsap High School.

Planned Implementation and Assessment of the Project

It was the intent of the writer to submit the South Kitsap High School
Model Emergency Preparedness Handbook to Principal Colombini for final
review evaluation and any necessary revisions, during the 2002-2003 school
year. Following initial approval by Mr. Colombini and other administrative
personnel at South Kitsap High School it was assumed the model handbook
would be submitted to the South Kitsap Board of Directors for formal
approval adoption and implementation. Following School Board adoption
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provisions will be made to assure the model handbook will be updated, and
revised annually based on ongoing feedback solicited from Administration,
school personnel, and staff.

CHAPTER4

THE PROJECT

The Model Emergency Preparedness Handbook for South Kitsap High
School, which was the subject of this project, has been organized into eleven
(11) color-coded sections including:

SECTION:
1.

White

Introduction

2.

Pink

Fire Alarm, Evacuation and Emergency Drill Procedures

3.

Lavender

Emergency Action and Warning Signals

4.

Buff

SK Quick Reference Lockdown Procedures

5.

Ivory

Emergency Lockdown Procedures

6.

Cherry

Drop, Cover and Hold

7.

Yellow

Intruder Suspected of Carrying Concealed Weapon

8.

Green

Tornado and High Wind Safety

9.

Blue

Campus Intruder

10.

Goldenrod Drive-By Shooting

11.

White

Miscellaneous
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Emergency Response Team
Mission Statement

In the event of an emergency, the emergency response team is
concerned not only for your personal safety and comfort, but also for
the safety and comfort of your family.
This emergency response plan is designed to provide support for South
Kitsap High School for a period up to 72 hours, if·it becomes necessary.
For your peace of mind, we highly recommend the development of an
emergency plan for your home and family.

S.K.H.S. has the responsibility to plan for crisis management. The school is
responsible to insure that learning be disrupted as minimally as possible in the event of
crisis. The school has developed a plan to address crises which involve our community.
Goals: To provide for the protection and safety of student, staff and patrons.
Procedures:
1.
Crises are unpredictable. The following is a guide to manage any event.
2.
When a crisis occurs, the crisis team (administrators, counselors, office manager,
and head custodian, security monitor) will convene to manage the crisis.
3.
Notification by a printed bulletin (posted by the lounges or hand-delivered or in
the mailboxes - depending on the urgency of the situation) or by intercom when
appropriate.
4.
A post-crisis debriefing will be held by the Principal.
5.
Any staff who are asked by the media about a crisis should refer the media to the
Principal (or district Public Relations person).
6.
The community will be notified as appropriate.
7.
Access from enclosed Community Resource list is needed.

Please remember, the worst thing to do in a crisis situation is to over-react or provide
misinformation.
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First Things First!
Preparing your school for emergencies starts with staff preparedness. The
backbone of school planning is dependent on staffs willingness to stay at school during
a major community emergency. Personal preparedness makes this much easier.
Each staff member needs:
•

To prepare their family and home for an earthquake

•

A 72-hour supply kit for home

•

A car kit with food, prescription medicines, extra clothes and water

•

To develop a plan to reunite with their family.

•

A neighborhood preparedness program. If they are at school, staff
have the peace of mind that someone is checking on their family and
their house.

Preparedness brochures are available from the local chapter of the American
Red Cross or Department of Emergency Management.
If a disaster occurs during school time, Emergency Management recommends
the child stay at school until the parent or a trusted friend (dismissal card) picks up the
child. We have no idea, especially in an earthquake, how impacted our neighborhoods
may be. This means the school staff will need to stay with the children. You can only
do this if you are prepared at home! You must feel that your family can activate your
family plan without you.
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Planning for Response and Team Responsibilities
1.

Incident Management Team
• Determine who is in charge of the emergency
• Evaluate the situation and activate response teams as needed
• Activate the command post to coordinate emergency activities

2.

Student/Staff Supervision Team
• Organize students in designated area (A-Z format?)
• Secure area
• Control access to school and record people leaving /arriving

3.

Damage Assessment Team/fire/Utilities Teams
• Inspect school/Record damage and report to the Command Post
• Request barricades or off limits signs as needed
• Make sure emergency generator is functioning and emergency power is on
• Check and turn off gas and/or electricity
• Turn off water if pipes are broken or leaking

4.

Supportl Security Team
• Constructs shelters and toilet facilities
• Sets up feeding, watering and sleeping areas

5.

Search and Rescue Team
• Coordinate teams (3-4 people)
• Gather equipment and supplies
• Quickly search the school for people trapped or injured
• Note and record the situation for other responders (names and location)

6.

First Aid Team
• Establish an area for:
• Communication to incident command
• Pick up for injured/drop-off area from building
• Administer first aid to injured
• Note and record the situation for other respondents (names and location)

7.

Student/Parent Reunion Team
• Establish reunion points at each school access location.
• As soon as parents arrive, begin to process release of students to their
parents or other authorized guardian.
• Check student identification card to assure adult is authorized to take child.
• Ask to see identification of person wishing to take student. Obtain signature
of person taking student. Be sure to confirm that each student recognizes the
adult as a legitimate, authorized adult.

8.

Crisis Team
• Establish an area for:
• Communication to incident command
• Counseling area for staff/parents/students
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Primary Locations for Emergency Preparedness Teams

Football Field

Scoreboard
Co-Coordinators
Meeting Place

Crisis Team
Track
Shed

Bleachers
Incident
Management
Team
Search & Rescue First
Aid Teams

Damage
AssessmenUFire
Utilities Teams
K-P Shed

Weight Room

StudenUParent
Reunion

Gate
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Responsibility of School Principal or Planning Committee
This is a checklist that highlights activities under each response function that need to be
addressed in order to ensure an effective response to a disaster:
•

Maintain staff awareness of disaster threats.

•

Hold drills and arrange/conduct training.

•

Inventory the staff for skills that may be useful in disaster planning - first aid skills,
CPR certified, bilingual, ham radio operator.

•

Make sure the area to be used as the Command Post contains a floor plan of the
school, a current personnel roster, critical telephone numbers, and a dependable
communications system.

•

Designate a spokesperson for the media.

•

Develop a release plan for the employees that takes into account family and other
responsibilities outside the workplace.

•

Promote employee/family preparedness.

•

Promote studenUfamily preparedness.

•

Encourage staff and students to keep an emergency kit (food, water, flashlight,
medication, and sturdy shoes) in a safe, accessible place.

(
\
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Emergency Preparedness
Individual Supply List
The Circle of 9 Emergency Preparedness team is working hard to get staff and students
organized and prepared for a disaster such as an earthquake. Below is a list of
supplies that staff members may want to consider gathering together to keep in their
car.
Suggested "Personal Emergency Kif items:
Warmth/Clothing

One-size-fits-all gloves, heavy leather gloves
Heavy shoes/boots
Heavy coat
Disposable hand/body warmer
Emergency blanket (mylar)

Rain gear

Large garbage bag (holes cut for head and arms)
or rain poncho

Water/food

4 oz. Drinking water (pouch or Aqua Blox)
Granola bar; hard candy; MRE (Meal Ready to Eat),
Canned beans and wieners, pudding, box juice,
Soup, cereal, candy bars-choose things you like?
3 plastic spoons

Signaling

Whistle (use if lost, trapped, or feeling threatened)

Light

Small flashlight or light stick, batteries

First Aid

Small first aid kit

Clean-Up

Tissues
Pre-moistened towelettes/baby wipes

Medical Release

Include allergy medicine, blood type (?), doctor

Information

Small card with name, address, critical phone
Numbers (out-of-state contact)

Money

At least a quarter to make a call. Bus fare? Ferry
ticket? $10-20 ..

Morale Booster

Picture of family, deck of cards, book to read, etc.

Whenever possible try to by cans with a flip-top lid. Add what you might need to supply
your entire family for a period of up to three days.
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Fire Alarm, Evacuation and Emergency Drill Procedures
Occupants of the classroom will not stop to pick up personal items. (Students should
take back packs in a bomb threat situation.)
•

TAKE GRADEBOOK and writing utensil

•

LOCK DOOR, turn out lights

•

EXIT BUILDING, all the way out, TO ASSIGNED AREA
as indicated on the exit map in your room. Keep class together.
(Choose special area for your class to meet.)

•

TAKE ROLL, write down names of any students unaccounted for. Also write down
any extra students that are with you. Area supervisor will collect roll.

•

Area Supervisor will release to football field (choose safest, most logical, path)

•

TAKE STUDENTS TO FIELD, and have them REGROUP A-Z.

9

Emergency Action and Warning Signals
Emergency
Action

Bell Signal

Voice Signal

What to Do

All Clear

1 long bell

"All Clear''

May return to building

Leave
Building

fire alarm

"Leave
Building"

Move students & staff, in an orderly
fashion, to an outside area of safety

Secure
Building

1 short bell
followed by 1 long
bell-repeated 3
times
3 short bells
followed by one
long-repeated 3
times same as
above

Listen for
announcement
and direction

Lock all doors & windows, pull shades.
Those in outside areas immediate return
to classrooms

"Duck, Cover,
Hold"
or
"Drop"

Duck to knees underneath tables or
desks, away from windows, with both
hands holding a desk or table leg. If
outside, drop to the ground, shielding
eyes.

Duck,
Cover,
Hold
or
Drop
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SK QUICK-REFERENCE LOCK
DOWN PROCEDURES
1.) Quick Check Halls and Get
Students Into Classrooms
2.) Close/Lock All Doors and Lower
Window Shades
3.) Everyone Lay Down on the Floor
4.) Remain Quiet
5.) Wait For "All Clear" Signal
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Emergency Lockdown Procedures
If it is determined that the safety and health of students and staff are in jeopardy, an
announcement will be made to alert the staff of potential danger.
The announcement could be: "Teachers, implement lockdown" OR
"Intruder on campus, please lockdown classrooms now" or whatever your district
prefers. The use of code words of phrases is not recommended. Announcement
should be calm and clear.
Upon hearing this announcement, the following steps must be implemented:
TEACHERS/STAFF:
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.
13.

14.

Teachers should quickly check halls and get students into classrooms.
Lock doors, close blinds, cover window in classroom door.
Teachers will keep all students in the classroom until an all clear has been
sounded. Have students lie down on the floor near the inside wall.
Teachers will maintain (as best they can) a calm atmosphere in the
classroom, keeping alert to emotional needs of students.
Staff without students will report to the office for instruction.
Head secretary will man the phones and radio. Assistant secretary will
deliver messages as needed and work with Principal and Security.
Staff is NOT to use remote controls, telephones, or radios during a
lockdown unless assigned by Principal or Security.
Staff will not leave their assigned area unless authorized by Principal,
Security or Police.
If the intruder is inside the building, students and staff should be against
the wall(s) that cannot be seen from the classroom door or inside
windows.
If the intruder is outside the building, students and staff should be against
the wall(s) that cannot be seen from the outside doors or windows.
When the emergency is over, an all clear will be announced.
The Crisis Response Team will meet to determine needs of school.
Each staff member will document exactly what occurred in their area of
responsibility. This will be done as soon as possible. Reports will be
turned in to Campus Security.
A report of the incident will be sent to Superintendent.
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Drop, Cover, and Hold
Earthquake Procedures in the Classroom/Office
•

At the first indicate of ground movement, students/staff should "DROP" to the
ground. It will soon be impossible to stand upright during the earthquake. Getting to
the ground will prevent being thrown to the ground.

•

Students/staff should seek protective "COVER" under or near desks, tables, or
chairs in the kneeling or sitting position with hands holding onto table/chair legs.
"HOLD" onto the table/chair legs to prevent it from moving away from you during
the quake. Cover your face with your arms as you hold on to the table. This will
protect your eyes from dust and falling debris.

•

Students/staff should remain in the drop position until ground movement ends. Be
prepared to drop, cover, and hold during after shocks.

•

After the shaking stops, keep students under the desk while the teacher quickly
checks for damage, checks with buddy teacher, clears a path to the door and checks
to see if the door opens. When the teacher is ready to evacuate the students, have
the students get out from under the desks and check for injuries. Safely evacuate
the building with the teacher leading the way. Move to a safe, open area, away from
power lines/overhead hazards.

Earthquake Procedures in Other Parts of the Building
•

At the first indication of ground movement, students/staff should drop to the ground.
Take cover under any available desk, table, or bench. If in a hallway, they should
drop, sit against an inside wall and cover the back of the neck with their hands.

•

Students/staff should remain in the drop position until ground movement ends. Be
prepared to drop, cover and hold during after shocks.

•

After ground movement ends, check for injuries and safely evacuate the building.
Move to a safe, open area, away from power lines/overhead hazards.
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Earthquake Procedures While Outside
•

At first indication of ground movement, move away from overhead hazards such as
power lines, trees and buildings. Drop to the ground, curl up in a ball and cover the
back of the neck with hands. Stay there until the shaking stops. Be aware of
aftershocks. Do not re-enter building until determined it is safe. Evacuate to the
assembly area.

•

While in a vehicle you should pull over to the side of the road and stop. Stay in the
car. If you are on a bridge, overpass, or under power lines continue on until you are
away from the overhead dangers. Wait until the ground movement stops and check
for injuries. There may be hazardous driving conditions following the earthquake. If
you have to leave your car, pull it off the road, leave a note in the car saying who
you are, and where you are going. Take your emergency car kit with you.
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Intruder on Campus
Suspected of Carrying Concealed Weapon
The campus intruder is defined as a non-student or a student on suspension who loiters
or creates disturbances on school property. RCW 9A.52.070, Criminal Trespass,
defines the penalty for the intruder. Dangerous and/or concealed weapons are
forbidden on school premises unless carried by law enforcement officers.
1.
2.
3.
4.

If possible, alert Security Officer IMMEDIATELY.
Have the person(s) under suspicion come to the office or be kept under constant
surveillance.
Ordinarily, DO NOT ASK THE PERSON(S) if he/she is carrying a weapon.
DO NOT ATTEMPT TO DISARM THE PERSON(S).

Procedures
1.
2.
3.
4.
5.
6.
7.
8.
9.

1.
2.

Greet the intruder in a polite and non-threatening manner.
Identify yourself as a school official.
Ask the intruder for identification.
Inquire as to purpose of presence.
If it is determined that the intruder has no rightful reason to be on campus,
CHALLENGE HIS/HER PRESENCE.
Advise intruder of the trespass laws.
Ask the intruder to quietly leave the campus or invite him/her to accompany you
to the office.
If the intruder refuses to respond to your requests, inform him/her of your
intention to summon law enforcement officers.
If the intruder gives no indication of voluntarily leaving the premises, notify the
civil authorities.

In classrooms, maintain action "Duck, Cover, Hold" until the situation is resolved.
In open areas move students to safer areas as quickly as possible. Only in extreme
cases should it be necessary to initiate action "Drop"; this should be done only when
there is no chance for students to reach safer areas.

*NOTE: if the school becomes involved in a hostage situation, the primary
concern must be the safety of students and staff. Individuals who take hostages
are frequently emotionally disturbed and the key to dealing with them is to make
every attempt to avoid antagonizing them. Communication must be handled in a
non-threatening, non-joking manner, always remembering that it may take very
little to cause such a person to become violent.
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Tornado and High Wind Safety
1.

When weather conditions indicate the possibility of a severe windstorm or
tornado, the principal is to assign an adult to monitor the weather reports to
receive emergency messages entering the school by telephone, and to keep
him/her informed.

2.

At the first indication that imminent danger exists to the school and its occupants,
the principal is to alert the staff and students in the most direct and expedient
manner.

3.

If time and circumstances allow, students may be sent directly home with the
superintendent's consent or upon the superintendent's instruction. However, in a
tornado or windstorm, greater danger exists outside the building than inside
given reasonable precautions.

4.

If students are to remain in the building, they are to be kept in their classrooms
away from windows and away from the windward side of the building. If students
are in PE, music or in other areas other than their classroom, they may be
instructed to return to their classroom. Those classes that are in a portable may
be instructed to come into the main building. Under certain conditions,
gymnasiums and/or auditoriums may be used as shelters.

5.

In single-story buildings without hallways, occupants are to take cover under
sturdy or heavy furniture away from outside walls and windows. Windows
located opposite the direction of the approaching tornado or high winds should
be opened to reduce pressure inside the building.

6.

Because of the unpredictable nature of tornadoes, it is conceivable that all or part
of the building will be damaged. Maintaining communication with all parts of the
building and with the outside is vital in such a disaster. Prior arrangements
should be made with key personnel whose assigned teaching stations are
scattered throughout the facility to make an immediate assessment of damage
and casualties and notify the principal immediately.

7.

An area away from the school building should be selected in advance and made
known to students and staff as the assembly area following such a disaster.
School personnel and students are to report to the assembly area. Teachers are
to make an immediate check of their students to determine the missing.

8.

All injured are to be removed from life-threatening areas to an area determined to
be safe and away from fire lanes and routes of emergency vehicles. Immediate
first aid should be given to the most seriously injured. Professional emergency
aid should arrive shortly after the disaster so attention should be given to the
most critically injured only. Persons who are found to be in no danger from
additional building collapse should be treated and kept where found. Often
additional complications are cause from moving an injured person.
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Campus Intruder
The Discipline Committee recommended the development of basic procedures for
dangerous situations which could arise in the building during the school day. We as a staff
have discussed the need to have intruder-alert procedures available in the event
unauthorized people come on campus. The following procedures will be implemented
beginning immediately.
1.
2.
3.
4.

5.

6.

When an unauthorized person is noticed on campus, the office is to be notified of
the person's location.
An administrator(s) will be sent to the area to investigate.
If it is determined that the health, welfare or safety of staff and students are in
jeopardy, an announcement will be made to alert staff of an intruder.
The announcement will be brief. The following statement will be read: "Secure
Building "Bells will also be used - one short ring followed by a long ring, repeated
3times.
Upon hearing the announcement or bells, the following steps must be taken.
a.
Lock the door to the classroom; administrators will cover entrances.
b.
Look in the hallways. Any students near your room: bring them into the
room until the alert is canceled.
c.
Do not dismiss any students until the alert is canceled.
d.
REMAIN CALM - Please continue as normal a routine as possible.
Upon resolution of the alert, an announcement will be made giving the "All Clear'' then one long bell will ring.
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Drive-By Shootings
In the event of a drive-by shooting on or adjacent to the school, these procedures should
be followed:
Principal
1.

Will ring appropriate signal/say appropriate voice signal.

NOTE: Drive-by shootings usually happen very quickly. Unlike hostage situations, the
people involved in a drive-by usually leave the scene instantly. Staff members who
witness such incidents should, without putting themselves in danger, attempt to get a
description of the vehicle.
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SKHS Emergency Response Teams

(

Incident Management T earn
Ben Brumfield. Janis Hewit. Bryan Holt. Ed Tetrick (Co-Coordinators)
Albertus, Esther
Duncan, Lynn
MacFann, Bob
Sullivan, Frank

Colombini, Dave
Green, Dale
Schiro, Eileen
Taflin, C.J.

Support/Security Team
Kurt Hadaller (Coordinator)
Bachand, J.R.
Cummings, Ann
Elton, Sandy
Lee-Wilkin, Jennifer
Olson, Carl
Terry, Dick

Cole, Charla
Downum, Mike
Fessler, Connie
Olsen, Chris
Sprinkle, Debra
Watson, Denise

Student/Staff Supervision Team
Debi Emans. Shanna LaMar (Co-Coordinators)
Ackels, Dorothy
Allen, Mike
Anderson, Dennis
Butson, Larry
Cobb, Steve
Emans, Debi
Fenner, Karen
Green, Rick
Haney, Michelle
Havens-Saunders, Helen
Heald, Diana
Herrera, Martha
Hudiburg, Ron
Hunt, John
Johnson, Lisa
McKay, Cathy
Parks, Gloria
Price, Brad
Ramsdell, Steve
Shdo, Jason
Swegle, Cara Lee
Tolpa, Parminder
Wainwright, Michele

Adams, Dee
Amis, Leslie
Ballew, Kathy
Cassidy, Mike
Denis, Kristi
Enstrom, Eileen
Gallegos, Laura
Hall, Laurette
Hann, Gloria
Helmlinger, Suzanne
Higley, Russ
Hunnicutt, Betty
Johnson, Kenn
McHugh-Shuford, Mary
Moore, Mandy
Potts, Diana
Pugh, Mary
Schuck, Laura
Swanson, Sandy
Swensen, Chris
Vokali, Dawn
Woltman, Loni
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First Aid Team

Joey Dame, Freda Colberg. Marv Pat Wynne. Sue Anderson (Co-Coordinators)
Bonnell, Bob
Byrd, Kristi
Lester, Tami
Olsen, Patrick
Silvernail, Craig

Burklund, Sue
Haberman, Nadine
Nass, Susie
Santos, Ed
Van Meter, Sharon

Parent/Student Reunion Team

Lora-Jean Piper. Krista Salesberrv. Joe Ho (parent)(Coordinator)
Adamson, Debbie
Christman, Christie
Davis, Matt
Fairweather, Nancy
Ferguson, Karen
Galassi, Louise
Hughes, Teri
lwaszuk, Tish
Johnson, Karen
Laverty, Frank
McHenry-Hutto, Erica
Mueller, Kerri
Olson, Bobbette
Robertson, Cathy
Ross, Carol
Schooler, Susan
Sunderlin, Mona
Warren, Joanne
Wright, Kathy

Boyle, Kristina
Collins, Elena
Eriksen, Ede
Farrington, Annette
Frood, Corey
Gjersvold, Joy
Hunnicutt, Betty
Jaworski, Nancy
Juvik, Tom
Mahar, Marti
Million, Sue
Neuhauser, Janet
Randall, Cynthia
Robinson, Judy
Schenewerk, Jeanie
Shock, Barb
Susan, Tracy
Woodward, Gloria

Crisis Team

Karen Waite(Coordinatorl
Amrine, Lil
Cruchon, Dennis
Hamill, Kathy
Hoyt, Shelly
Johnston, Karen
Kilroy, Claudia
Murphy, Bob
Sack-Wright, Kacey

Coffman, Lisa
Gilland, Leah
Hayes, Laura
lacolucci, Spencer
Keene, Anna
Mangahas, Roger
Perrine, Neal
Viergutz, Janna
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Search and Rescue Team
Jim Fairweather, Garv Vetter. Darren Bowden (Co-Coordinators)
Bergeson, Eric
Goodwin, David
McAlexander, Faye
Ness, Ron
Ogan, Casey
Reischman, Steve
Sigurdson, D.J.

Gangnes, Cathy
Goodwin, Elton
Nass, Chad
O'Hare, Erin
Olson, Todd
Schmitt, Deb

Fire/Utilities Team
Tom Warren. (Coordinator)
Coffey, Caryl
Graham, Russ
Nelson, Gabrielle
Price, Tom
Sams, Chuck
Sayers, Mike
Tampa, Tom
Wright, Dennis

Damage Assessment Team
Tim Shaffer. Dave Dyess. Sean Duttry (Co-Coordinators)
Johnson, Kenn
Luginbill, Lee
Lyman, Brian
Miranda, Xavier
Neighbors, Dave
Skrivanich, Dale
Swanson, Steve
Zimmer, Paul
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Resource List
Kitsap County School District
Emergency Preparedness Resource List
Organizations:
Dept. of Emergency Management
Phyllis Mann
1720 Warren Ave.
Bremerton, WA 98337
(360) 377-7119

American Red Cross
West Sound Chapter
605 Washington Ave.
Bremerton, WA 98337
(360) 377-3761

K-PREP School Contacts:

Bremerton
Walt Draper

478-5113

Bainbridge Island
Pam Keyes

780-1398 or 842-2701

North Kitsap
Bill McCleary

779-8701

Central Kitsap
Dirk Gleysteen

698-5115

South Kitsap
Jim Beveridge
Lisa Kirkemo

876-5991
871-2411

Private/Church Schools
Rebecca Morse
377-7700

Publications:
Available from Kitsap County Department of Emergency Management:
"Preparedness Checklist for Schools"
"Identification and Reduction of Nonstructural Earthquake Hazards in
Washington Schools"
"Earthquake Preparedness Policy: Consideration for School Governing Boards"
Available from Federal Emergency Management Agency (FEMA)
500 C Street S.W., Washington, DC 20472:
FEMA 88:
Guidebook for Developing a School Earthquake Safety Program
FEMA 220: School Intervention Following a Critical Incident
FEMA 219: How to Help Children After a Disaster: A Guidebook for Teachers
Bolt, Bruce: Earthquakes, W. H. Freeman & Company, New York, 1988
Kimball, Virginia: Earthquake Ready: The Complete Preparedness Guide, Roundtable
Publishing, P. 0. Box 6488, Malibu, CA, 90265, 1992
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CHAPTERS

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summary

The purpose of this project was to develop a model Emergency
Preparedness Handbook for South Kitsap High School, Port Orchard,
Washington. To accomplish this purpose, a review of current literature and
research regarding emergency preparations was conducted. Additionally,
related information/materials from selected sources was obtained and
analyzed.

Conclusions

Conclusions reached as a result of this project included the following:
1.

Crisis situations can pose difficult problems for school administrators.

2.

Research has confirmed the need for schools and school districts to
develop plans and procedures for handling emergency situations.
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3.

Administrators should take steps to reduce potential risks and hazards
in school buildings

4.

Administrator responsibilities for implementing emergency
preparedness procedures in school buildings should make provision
for annual updating and revision of such emergency preparedness
procedures by seeking on-going feedback from other administrators,
teachers, students, and classified staff.

Recommendations

As a result of this project, the following recommendations have been
suggested:
1. School districts need to have a well developed emergency
preparation plan in place.
2. The use of this handbook may help other school districts reduce
the effects of an emergency and bring that district into legal
compliance.
3. The South Kitsap High School Emergency Preparedness
Handbook produced as a result of this project may be used
as a model by other school districts.
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4. Ongoing research and revision is necessary to ensure a high
degree of successful preparation to manage emergency situations
that can occur at any time.
5. Emergency preparedness procedures should include a component
designed to educate, inform, and involve students.
6. Emergency preparedness procedures should be carried out in
conjunction with state mandated building evacuation requirements.
7. The Model Emergency Preparedness Handbook for South Kitsap
High School should be the topic of required inservice faculty
training. Faculty should critique the handbook and feedback
obtained should be used to revise and update the handbook.
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